DOCUMENT RESUME 



ED 338 902 



CE 059 665 



AUTHOR 
TITLE 



PUB DATE 
NOTE 

PUB TYPE 



Rosenberg, Jeffrey A, 

The Effect of New Technological Training, 
Employability Skills Training, and Individual 
Counseling on the Self-Esteem and Anxiety of 
Dislocated Workers. 
Sep 91 

73p.; M»S. Practicum, Nova University. 
Dissertations/Theses - Practicum Papers (043) 



EDRS PRICE 
DESCRIPTORS 



MF01/PC03 Plus Postage. 

Adult Education; * Anxiety; Community Colleges; 
^Dislocated Workers; Electromechanical Technology; 
*Employment Potential; ^Individual Counseling; Job 
Search Methods; *Job Skills; Microcomputers; 
Outplacement Services (Employment); Retraining; *Self 
Esteem; Social Support Groups; Stress Management; Two 
Year Colleges 



ABSTRACT 

An attempt was made to increase dislocated worker's 
self-esteem and decrease their anxiety through implementation of a 
technical retraining program that included teaching employability 
skills and counseling. The program was offered by a community college 
to 23 dislocated workers. Self-esteem and anxiety were measured three 
times during the program with a survey and counselor's notes. Results 
of midcourse surveys spurred such program changes as increased 
counseling and support staff, technical skills practice, and 
problem-solving time. During the program, some anxiety was always 
present and at times could be healthy for promoting change in people. 
Cause of anxiety shifted from worrying about returning to school 
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ABSTRACT 



The Effect of New Technological Training, Employability Skills Training, and 
Individual Counseling on the Self-Esteem and Anxiety of Dislocated Workers. 
Rosenberg, Jeffrey A., 1991: Practicum Report, Nova University, 
The Center for Advancement of Education. 

Descriptors: Adult Education/Self-Esteem/Anxiety/Electromechanical 
Technology/Vocational Education/Vocational Follow-up/Education-Work 
Relationship. 

An attempt was made to increase self-esteem and decreast anxiety of 
dislocated workers through implementation of a technical retraining program which 
included teaching of employability skills and a counseling program. Self-esteem 
and anxiety were measured three times during the program with a sun/ey 
developed by the author as well as counselor's notes. Program changes were 
designed according to what appeared necessary through the survey results. 
Changes included increased counseling, increased staff to provide supportive 
sen/Ices, increased technical skills practice time, and time set aside for the target 
group to discuss problems together. 

The results showed a slight increase in self-esteem and a slight decrease 
in anxiety. hAonitoring students increased the staff's awareness of their job 
performance and helped to target the cause of these problems. During the 
program, the author realized that some anxiety would always be present and at 
times could be healthy for promoting change in people. Cause of anxiety shifted 
from worrying atx)ut returning to school after many years at the beginning of the 
program, to worrying about Job interviews and obtaining a job at the end of the 
program. Appendices include the sun/ey and counselor notes format used for 
monitoring as well as all additional forms necessary to run the program. 
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CHAPTER I 
Purpose 

The setting for this practicum was a large community college with over 
75,000 students attending annually. Fifty-thousand of these students were from 
North America and 22,000 were from South America with the remainder being from 
Africa, Europe, the Near East, and the Far East. Residents of the state made up 99 
percent of the enrollees from the United States. Students who receive one to two 
years of education beyond high school earn approximately $2,340 a year more than 
those who do not. This institution supplies 25,000 of these educated people to the 
community annually. Over 9,800 new jobs resulted from the employment of area 
residents at the college, purchases from local vendors, and increased productivity 
of residents with higher education. This institution was responsible for 
approximately 46 million dollars in local spending. Forty-three /percent of the total 
enrollees were over 25 years of age. Fifty-seven and one-half percent of the 
students were female and 42.5 percent were male. Over 53 percent of the total 
enrollment was Hispanic, while 17.6 was Black non-Hispanic, and 27.4 percent 
was White non-Hispanic. Over 64 percent of all students have at least a part time 
job. 

The specific campus of the institution on which this program was located 
had 36,000 of the total enrollment. On this specific campus, women comprised 55 
percent of the student population. There was a tri-ethnic mix, with 22 percent 
White non-Hispanic, 34 percent Black non-Hispanic, and 42 percent Hispanic 
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students. The campus was four decades old and is located on a 245-acre site. 
It had a faculty and staff of nearly 900. Recently, improvement had been made to 
bring computer application, communication, ana electronic technology into the 
academic programs and campus operations. The campus was developing new 
partnerships for specialized technical and professional training in business and 
industry. At this time, the campus was running more than 70 technical programs 
with industry-based advisory boards which control the program quality. The 
program on which this practicum is based was an example of one such program 
and was specifically a collaboration between the Department of Labor and this 
campus. 

The program was developed due to necessity in the community after a large 
industry lay-off of approximately 7,000 people. The program's aim was to take 
these people, who had been working in a very specific and narrow field, and re- 
train them in a more current technological field, microcomputer repair. The 
program also taught employability skills in order that its graduates would be 
prepared for the job search process. In addition to job loss, these people had 
experienced increased anxiety and lowered self-esteem. Along with the aim of new 
employment for the graduates was the aim of decreasing their anxiety through 
individual attention when necessary and the aim of increasing self-esteem through 
the retraining effort. 

Broadly, the job of Project Director at this site was to coordinate these 
Department of Labor, Title III funded training programs. The author sen/ed in this 



capacity. Primary duties included supervision of the project staff, liaison witt) tt)e 
academic areas that provided training to the program participants, preparation of 
reports to the Department of Labor training office, assurance that the Department 
of Labor standards were met by the trainees, maintenance of effort by the grant 
staff to insure that grant money arrived at the college in a timely manner, and 
coordination with district offices for all internal processing related to tfie grant. For 
this particular practicum, the Project Director counseled the trainees with personal 
problems, taught their employability skills class, assisted in job placement, 
monitored the program design's effect on anxiety and self-esteem levels of the 
participants, and supen/ised the instructor of the trainee's microcomputer repair 
class. 

Initially, when these industry lay-offs began, the Department of Labor South 
Florida Employment Training Consortium (SFETC) approached this campus with 
the intention of forming a joint effort in the retraining of these people. The Project 
Director was hired to coordinate thesu efforts. After working with these trainees, 
the Project Director had obsen/ed self-esteem and anxiety levels a problem to 
be overcome with the program participants, as they had, for the most part, been 
out of school and employed in the same field for many years. For the practicum, 
the Project Director monitored the effects of the program design on the anxiety and 
self-esteem levels of the program participants. As an administrator and instructor, 
the Project director had the freedom of adapting or changing the structure of a 
program even in midstream. This allowed for change that v/ould benefit the 



students in the area being observed for this practicum. 

At a time when high self-esteem and low anxiety level were most important, 
the dislocated worker often had low self-esteem and a high level of anxiety. Layed- 
off in an industry with economic troubles and no prospects of growth, the 
dislocated worker might feel that with his/her very specialized skills in this area, 
he/she had nowhere to go and that his/her knowledge was therefore useless. 
When there was no job available in an economy facing recession, anxiety built and 
could immobilize its victims. Darenwald and Valentine (1985) have evidence that 
lack of confidence, low personal priority, and personal problems create trouble for 
retraining efforts. 

This marked decrease in self-esteem and increase in anxiety level had been 
noted by the writer through counseling forms that were filled out for each individual 
at the time of program entrance. Among the 23 people in this particular session 
of the program, 10 people remarked in some manner about lowered self-esteem 
and 14 people remarked in some manner about an increase in anxiety level. Wood 
and Barnes (1991) assert that methods of teaching technology which are anxiety 
reducing must be explored. 

As the completed counseling forms which have been in use for this program 
since March 4, 1991 show, this problem has existed not only for this particular 
group but for all the groups since the program's initiation. It was hoped that the 
program design would improve self-esteem and decrease anxiety for its 
participants. A copy of the counseling form appears in the appendices of this 



CHAPTER II 
Research and Solution Strategy 

With the constant turn over the new technology, workers in technical fields 
must constantly retrain. As retraining may be the means by which these workers 
remain employed or acquire new positions in more prosperous areas, the change 
is closely intertwined with the self-esteem of these people and is often the cause 
of much of their anxiety. A combination of technological training, employability 
skills training, and individual attention to the personal needs of these workers can 
make a successful retraining program. 

A large portion of the world, in particular the United States, is experiencing 
a change over from being an industrial society to becoming an informational 
society (Alberty & Mihalik, 1989). Much of this change is due to the popularizing 
of the computer, fvlicrocomputers, especially, are now being commonly used for 
business, government, and university sectors (Alberty & Mihalik, 1989). In fact, the 
microcomputer is changing our entire culture, as it impacts on social life and 
psychological development (Malaney & Thurman, 1989-90). To be a computer 
literate professional, one must be trained so that the knowledge is acquired which 
will allow him/her to use computers to the fullest. This training is done in 
computer laboratories (Alberty & Mihalik, 1989). 

Technology often brings with it innovative teaching which can be a 
motivator for students (Dahlgran, 1990). Students are more frequently pleased with 
the course content when it involves new technology (Dahlgran, 1990). According 
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to Dahlgran's "economic model of learning" (1989-90), a teacher must keep four 
ideas In mind about the students. These four ideas are that the learner gives a 
value to the materials taught, the learner's time is valuable, learning requires time, 
and the learner's objective is to make his/her learning live up to its maximum 
value. The value attributed to the material by the learner may be due to its ability 
vi/ith regards to long-term income generating potential; therefore, innovative 
teaching may involve increasing the learner's avi/areness of the course's 
applicability to career or professional moves (Dahlgran, 1989-90). Dahlgran (1989- 
90) also explains that when employment is not available to a person, there may be 
great value in continuing coursework as an alternative for time-use. Due to the 
increasing popularity of computers in our society, researchers are seeing much in 
the way of anxiety with regards to learning in this area, and they have pointed out 
that if this problem becomes more common, teaching methods which reduce 
anxiety will have to be explored (Jones & Wall, 1989-90). According to Wood and 
Barnes (1991), anxiety is not only one of the most influential factors in education, 
but it is almost always a negative one. They also assert that anxiety is increased 
with exposure to new technology such as the computer. Wood and Barnes (1991) 
further state that anxiety due to inexperience with computer use affects motivation 
and performance. As students increase their exposure to computers, their anxiety 
decreases. The time this reduction takes differs according to the previous 
experience or the student (Wood & Barnes, 1991). Egan (1990) explains that 
sometimes a person is unable to cope because he lacks the necessary skills or 



11 



8 

method for mobilizing his internal and environmental resources. In this case, skills 
training in a new area may be the answer (Egan, 1990). Education and training 
can be the essential components in a plan of action when helping a person (Egan, 
1990). Tapp (1988) argues that adult education teachers need to take a look at the 
real world and realize that they should concentrate on the personal growth and 
self-esteem of the adults that they are retraining. Wilson (1987) is concerned that 
teachers working with the unemployed tend to assume that unemployment creates 
social and psychological problems, and this assumption causes them to respond 
to their students in an inappropriate manner. 

Brookfield (1985) explains that there are six items of critical practice In adult 
education including (1) voluntary participation, (2) respect for the self-worth, (3) 
collaboration between teachers and students, (4) application of material, (5) critical 
reflection, and (6) nurturing the self-direction of these adults. Darkenwald and 
Valentine (1985) tell that their survey revealed several deterrents to public 
participation in adult education which teachers must make themselves aware of. 
These deterrents are: a lack of confidence, lack of course relevance, time 
constraints, low personal priority, cost, and personal problems. Karka (1990) lists 
seven basic job skills that employers would like to see in prospective employees: 
learning to learn; reading, writing, and computation; oral communication and 
listening; creative thinking and ability to solve problems; personal management 
which includes self-esteem, goal setting, motivation, and personal and career 
development; effectiveness within a group; and organizational effectiveness. In 
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to help them :o feel better about themselves as prepared mdividuals wher) they 
embark or) the job search. 

Ir) keeping with Darkenwald and Valentine's ( 1985) list of possible deterrents 
to participation in such programs, the writer examined this program design for relief 
from these deterrents. This program dealt with lack of confidence and personal 
problems through counseling; course relevance through teaching skills which 
enabled these dislocated workers to become employed again; and personal priority 
and time constraints by offering the program during what would normally have 
been the working hours of the participants. Kerka's (190) idea, that the students 
must be aware of the basic attributes that employers are looking for in prospective 
employees was brought to life in the employability skills class. 
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CHAPTER III 
Method 

Before the program began, there was an in-take procedure for all 
applicants. During the in-take procedure, the applicants first had to prove that they 
had been layed-off, were receiving unemployment, or were not working 13 out of 
the last 26 weeks. After they had shown proof, they were certified as eligible 
participants and referred to any additional necessary social service agencies. 
Once an applicant completed the in-take procedure, he/she was sent to an 
orientation during which time each chose to enter either a training program, such 
as the target population, or an associate or bachelor degree program. Once the 
target population of 23 had emerged from the orientation process, the Table of 
Adult Basic Education (TABE) test was administered to each person. Due to 
necessity some were given additional remedial education. Three of the target 
population required remedial training. At this point, the participants formally signed 
up for their microcomputer repair course and the employability skills training 
which was automatically included with all of the training programs. After signing 
up, the participants met individually with a counselor. The counselor created a file 
which consisted of all of the participant's South Florida Educational and Training 
Consortium (SFETC) forms, an Educational Development Plan form which was filled 
out by the counselor and participant, and a counseling form on which all 
counseling visits and their results would be recorded. After the counselor had set 
up the file, he/she planned for the participant's supportive services which usually 
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included transportation, child care, meal allowance, materials, book vouchers, and 
the setting up of any personal counseling necessary at that point. The participant 
was then ready to begin microcomputer repair and employability skills training. It 
was at the start of employability skills training that the writer's sun/ey was 
administered for the first time. Midway through the employability skills course 
which was on the fifth week of this ten-week course, the sun/ey was administered 
again. During this ten-week period, personal counseling was available to all 
participants upon their request or upon obsen/ation of a problem by an instructor, 
counselor, or administrator. Based on the second sun/ey results which showed a 
slight decrease in self-esteem and the counseling notes which showed that 
students were very concerned about (1) being able to obtain jobs and (2) having 
their unemployment payments cut off, the author decided that program 
improvements were necessary. Therefore, as of July 1, 1991, a full-time counselor 
was hired and the part-time job developer was hired as a full-time employee by the 
writer. In addition, a second job developer was hired. Time was set aside each 
week for group problems to be discussed in class and individual counseling 
continued as requested or needed. Once a week, the job developer practiced 
employ abilit skills with the participants to increase their comfort with these skills 
and, therefore, decrease their anxiety about inten/iewing for and obtaining jobs. 
On the last day of employability skills class, the sun/ey was administered for the 
third and last time. Again the results were tabulated. The three sets of sun/eys 
were examined for signs of improvement in self-esteem and decreased anxiety 
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among participants. Overall, the self-e$tt3m increased by three tenths of a point. 
While these results were not as dramatic as the author had anticipated, during the 
course of this program, certain things became evident regarding anxiety. First, 
some healthy anxiety was necessary to get the participants moving past the 
numbing shock of becoming unemployed. Second, an increase in anxiety between 
the middle and end of the program should have been expected, as the author later 
realized that the end of the program and the beginning of the job search is a 
critical time for participants. At the end of microcomputer skills training, which 
lasted for four and one-half months, a Job Developer helped to place the 
participants. 

There were several people involved in the running of this program, and they 
were all therefore involved in some facet of this practicum. The writer served as 
the Project Director with overall responsibility for delivery of all program sen/ices 
to the participants. For the purpose of this practicum the Project Director assisted 
with employability skills training, counseling, and administered the survey. The 
Counselors, including the author, assisted in the personal and social development 
of the participants. The Microcomputer Repair Instructor delivered knowledge and 
vocational training in microcomputer repair technology. Persons to run the 
orientation were provided to the school by the SFETC. At the end of the program. 
Job Developers assisted in job placement activities. These staff members also 
assisted in teaching the employability skills course. 

A program such as this required much in the way of supplies. There was 
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the Table of Adult Basic Education (TABE) test which was administered to see if 
remedial education was necessary. Also required by SFETC were the following 
forms: educational development plan, counseling, attendance, child care, financial 
aid, and book and material vouchers. To evaluate the program, a survey form, 
developed by the writer, was used. For the microcomputer skills class the 
following were distributed: text books, calculators, volt meters, power boards, 
VCR's, tool kits, memory boards and microchip boards. For the employability skills 
class, there were several handouts which included job application completion, job 
hunting skills, interview techniques, sample resumes and cover letters, career 
planning, and job retention. For the purpose of receiving grant money to keep the 
program running, employment verification forms were used to show proof of 
employment to the SFETC after program graduates had been employed for 30 and 
90 days. 

Prior to the first week of the actual program start, the TABE test was 
administered and all required SFETC forms were completed. At the start of 
program week one, microcomputer repair skills and employability skills training 
began with the Project Director sen/ing as the employability skills teacher 
throughout the course. Counseling was available and the first sun/ey was 
administered and averaged by the Project Director. During week two, both training 
courses continued, counseling was available, and books and calculators were 
distributed. During week three, training continued with counseling available. On 
the fourth week, attendance forms were collected by the Project Director to provide 
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documentation for release of funds for supportive services, volt meters were 
distributed to students, and training continued with counseling available. Week five 
marked midway through employability skills training and the survey was 
administered again. Additions to staff and an increase in counseling times and 
types were made at this time, because the sun/ey results were not those desired 
by the writer. Therefore, the writer, because of his duties as Project Director, took 
on more of the counseling duties in order to absorb the increased case load. 
Training continued with counseling available. During week six, tools and power 
boards were distributed, VCR's were made available, training continued, and 
counseling was available. On week seven, the microchip boards were distributed, 
training continued, and counseling remained available. On the eighth week, 
attendance forms were collected again by the Project Director for supportive 
sen/ice funds, training continued as before and counseling was available. On the 
tenth week, employability skills training came to an end and the survey was 
administered by the Project Director for the third and final time. Sun/ey results from 
all three administerings were then compared for signs of improvement. 
Microcomputer training continued on for another two months, culminating in job 
placement. 

After each sun/ey was administered, the Project Director tabulated individual 
scores and then a class average. At the end of the ten weeks and after all the 
sun/eys had been administered, the Project Director checked the averages for 
evidence of improvement in self-esteem and decreased anxiety among the 
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participants. The administering of ttie survey three times during the program 
well as the use of counseling records helped to monitor progress. 
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CHAPTER IV 
Results 

Evaluation was accomplished through the use of a pre-post survey 
developed by the v/riter. The survay ar)sv/ers were based or) a scale of one to 
four. After each administration of the sun/ey, averages for points in self-esteem and 
anxiety levels were tabulated. Next the class averages were figured. By the end 
of the program, three sets of sun/ey results existed. These were compared for 
signs of program success. 

Each sun/ey was filled out anonymously by the participants for 
confidentiality purposes. The sun/ey asked the participants to rate themselves in 
several areas having to do with self-esteem and anxiety. Their ratings were then 
averaged in both areas and these numbers were used to arrive at a class average 
for both self-esteem and anxiety. A copy of the sun/ey appears in the appendix of 
this report. (See Appendix B) 

The first sun/ey was administered during the first week of the program for 
purposes of a preassessment. The results of this sun/ey showed that on a scale 
of one to four, with one being low and four being high, the participants had an 
average self-esteem score of 2.41 and an anxiety score of 2.81. At this time, the 
program proceeded as planned through the midway point. Midway through the 
program, the sun/ey was administered again. This sun/ey showed a decrease in 
self-esteem of .1 and a decrease in anxiety of .3. Taking margin of error into 
consideration, there was not a marked change in either score. The writer decided 
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that some program chariges were necessary for these scores to show 
improvement. Therefore, a full-time counselor and an additional full-time job 
developer were hired by the writer. In addition, a specific time was set aside each 
week for discussing group problems with the participants. The author felt that 
these measures would increase availability of vital sen/ices to the participants. 
Additionally, the new job developer was asked to spend more time each week 
practicing employability skills with the group. It was hoped that this extra practice 
would increase the comfort of the participants regarding these skills and, therefore, 
decrease their anxiety about acquiring a job. At the end of the practicum, the 
survey was administered for the third and final time as a post-assessment. The 
results showed an increase of .25 from the preassessment In self-esteem and a 
decrease of .23 in anxiety. 

The writer realized during the implementation of this program that a 
measure for healthy anxiety could have been built into the survey. It became 
evident that some anxiety is necessary to move people toward change. Also, room 
for anxiety that came with the end of the program and therefore the start of the job 
search, could have been built into the final sun/ey. Counselor notes from both the 
writer and the full-time counselor showed a shift in the cause of anxiety from 
returning to school after many years to the transition into the job search. Of the 23 
original participants, four have already acquired jobs and twelve have decided to 
remain at the institution for further training which will culminate either in a 
vocational certificate or an associate of science degree. 



CHAPTER V 
Recommendations 
As the author found that much anxiety will be present in students who are 
not only returning to school after a long absence, but who are also entering a new 
technological field due to unemployment, it became evident that ways to manage 
and work with anxiety would be beneficial. Individual counseling was not only a 
factor in reducing anxiety and raising self-esteem, but also a factor in targeting and 
working with the cause. In the future, group counseling could help participants to 
feel that they are not alone in this predicament. It would also allow for valuable 
networking time. For instance, participants may be able to help each other with 
finding jobs as well as personal needs such as car-pooling and day care 
resources. A stress management program might also be of value. It also seemed 
that participants felt better about themselves when they were given additional time 
to practice employability skills. Also, the computer labs '*"^re opened full-time to 
allow participants to practice their technical skills to their own satisfaction. 

The results of sun/eys from this practicum will be distributed to all program 
staff, so that they may see what effect their work has had on the program 
outcomes. The staff played an important role in providing the supportive sen/ices 
necessary to keep participants feeling good about themselves and their work. 
Monitoring the effects of the staff's work on the participants led to the staff's 
increased awareness of their job performance as well as recommendations for 
future program improvement. 
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Since the beginning of this practicum, this program has been successfully 
started on one additional campus of the college, and the writer's program has 
been called upon for guidance. Because this problem is appearing all over the 
United States, this program will sen/e as a model for the rest of the country. 
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Client: 

Program: ^ 

Date Topic 

1. 
2. 
3. 
4. 

5. 
6. 
7. 
8. 

9. 
10. 



ss# 



ReconiTtsndation/Action Taken 



Counselor Signature 
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Survey Form 



mi WRITE YOUR 'JR THIS s nR VEY 

PROGRAM 

CHECK ONE BEGINNING OF PROGRAM 

MIDDLE OF PROGRAM 

END OF PROGRAM 

PART I 

Fill a number in the blank based on the following scale: 
1-Poor 2-Fair 3-Good 4-Excellent 

1) I feel about my life situation today. 

2) I feel about myself today. 

3) I feel about the effect that my work in this 

program will have on my future employment situation. 

Part II 

Fill a number in the blank based on the following scale: 
Low High 
12 3 4 

1) My anxiety level regarding participation in this program 
is . 

2) My anxiety level regarding my life situation at this point 
in time is . 

Below iMs. ECLini lox office llssl Qtiiy. 

Part I Part II 
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AND 

COMMUNITY COLLEGE ""SSST 

Application for Admission to Vocational Credit Courses and Programs 

PLEASE TYPEWRITE OR PRINT CLEARLY INFORMATION REQUESTED 



SOClAi. SECURITY . FEMALE VALfc 



MUMBER • ' AGE BIRTH DATE MO/DAY/Yfl 



LAST NAME 



"first" MIDDLE FORMER NAME 



PERMANENT STREET /*DORESS ' CITY STATE ZIP CODE 



DAY PHONE NUMBER EVENING PHONE NUMBER 

HIGH SCHOOL GRADUATION OR GED DATE OR □ I AM NOT A HIGH SCHOOL GRADUATE 

PLEASE PROVIDE THE FOLLOWING RACE/ETHNIC DATA WHICH IS REQUIRED BY THE U.S. DEPARTMENT OF EDUCATION • 

□ AMERICAN INDIAN OR ALASKAN NATIVE ASIAN OR PACIFIC ISLANDER . BLACK "2 WHITE 
IS YOUR ETHNIC HERITAGE HISPANIC? ' : YES : NO 

PLEASE INDICATE YOUR NATIVE LANGUAGE : ENGLISH : SPANISH ! OTHER - PLEASE INDICATE 

CmZENSHIP STATUS U.S.A □ PERMANENT RESIDENT REFUGEE . ASYLEE/ APPLICANT 

□ VISA STUDENT - INDICATE TYPE VISA 



EiMyjiefrimENTioNS* 

i WILL ATTEND BEGINNING 

MONTH YEAR INDICATE TERM . FALL (AUG -DEC) □ WINTER (JAN.-APR.) 

; SPRING (MAY-JUNE) r. SUMMER 

(JUNE-JULY) 

CAMPUS PREFERRED □ MEDICAL CENTER CAMPUS , : NORTH CAMPUS □ DAMPUS 

: SOUTH CAMPUS '-J 

OR INDICATE OUTREACH LOCATION AND SELECT HOME CAMPUS ABOVE 

VOCmiOHAL CERTnCATE AND PROGRAM SELECT 

n I INTEND TO COMPLETE THE FOLLOWING 
VOCATIONAL CREDIT PROGRAM 



SELEC'^FMOM PROGRAMS L.S''ED ON REVERSE £:0E PROGHAMCODE 

□ I AM INTERESTED IN SPECIFIC VOCATIONAL COURSES ONLY AND DO NOT INTEND AT THIS TIME TO COMPLETE 
A VOCATIONAL CREDIT PROGRAM, 

C I certify that I qualify as a Florida resident for tuition purposes and that I have resided in Florida as a permanent resident for the 
past twelve months or longer. 
OR 

□ I have not resided in Florida as a permanent resident for the past twelve months. 

I DECLARE UNDER PENALTY OF PERJURY PUNISHABLE BY LAW AS A MISDEMEANOR UNDER SECTION 837.06 F.S. 
THAT THE FOREGOING IS TRUE AND CORRECT 

QOODGONDUGTAND Cllfctifc M St y • Applicants who Mave experienced disciplinarv proWems at educational institutions or with other authorities (not indudtng 
minor traffic violatKjns) shall state circumstances on a separate sheet to be included with this application. This information will not necessaniy exclude applicants for admission, will tie handled 
confidentially and will pemnit counseling ass.stance to be offered by the college 

I CERTIFY ALL STATEMENTS GIVEN IN THIS APPLICATION ARE TRUE AND ACCURATE TO THE BEST OF MY KNOWLEDGE. I 
AGREE TO AB'OE BY THE RULES AND REGULATIONS OF MIAMI DADE COMMUNITY COLLEGE. I UNDERSTAND THE COLLEGE 
IS AUTHORIZED TO OBTAIN FLORIDA PUBLIC SCHOOL RECORDS AND TEST SCORES ELECTRONICALLY, IF AVAILABLE. 



SrUDGNT StGMArune RBQUMED 



DATE 



Q iS AN EQUAL ACCESS/EQUAL OPPORTUNITY COMMUNITY COLLEGE AND DOES NOT DISCRIMINATE ON THE BASIS OF HANDICAP 

gP^(^ FORM1(1/«0) 
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Appendix 
Child Ci 




EMPLOYMENT AND TRAINTNG CONSORTIUM 
JOB TRAINING PARTNERSHIP ACT 
CHILD CARE REFERRAL FORM 



YWCA 

CHILD CARE PROVIDER: 

PROVIDER CONTACT: 
PilONE: 

APPOINTMENT TIME & DATE: 
PARTICIPANT'S NAME: 



YWCA - 



(1 block north & 2 blocks 
west of 



SOCIAL SECURITY *^: 



CHILD (REN )'S NAME(S) : 



ADDRESS: 



PARTICIPANT'S AGE: 
YOUTH ADULT_ 

# OF CHILDREN: 



AGES: 



PHONE #: 



NAME & ADDRESS OF REFERRING AGENCY: 

TRAINING STATUS; ACTIVE TERMINATED & WORKING (*) 

DATE OF ENROUJMENT IN TRAINING: / y 

EXPECTED DATE OF TERMINATION: / / 

FUNDING TITLE: 



SIGNATURE: 



* CERTIFIED PARTICIPANTS WHO ARE 
WORKING MAY RECEIVE FREE CHILD 
CARE FOR 90 DAYS AFTER 
SUCCESSFUL TERMINATION, 



COMMENTS : 



PRINT NAME: 



PHONE: (305) 
DATE: / 



/ 




BRING WITH YOU: 

This form 

Proof of relationship (Child's Birth Certificate or Medicaid Card) 

^ oopy of intake forms from counselor 

Physical (HRS 30A0 - yellow) with immunizations (age 0-5 only) 
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Appendix E 
Material and Book Voucher 




OFFICE OF JOB TRAINING COORDINATION 
140 WEST FLAGLER STREET. ROOM 1603 
MIAMI. FLORIDA 33130 
(305) 375-5304 



EDWAA Voucher for 
lUition, Pees, and Related Charges 



The student named on the attached voucher has been approved for retraining 
under the auspices of the Econonic Dislocated workers Adjustumt Assistance 
Act (ECWAA), funded by the U.S. Department of Labor. These funds are 
administered locally by the Private Industry Ocjuncil of South Florida (PIC) 
and the Scuth Florida Ehplqyment and Training Oons.ortium (SECTC) . Mieni Dade 
Oanrunity College has executed an Agreen:ient with the pic/SFBTC to allow our 
trainees to enroll and to have all charges billed to us or to one of the 
Service Provideirs under contract to us. 

This voucher authorizes you to enroll the student named below In Seccion I, in 
the coirses specified In Sectiai II, and to bill all tuition, fees, testing 
charges, registration/adndssion fees, and associated costs to the Service 
Provider specified in Section III. A separate voucher will be provided to 
ycur bookstore to cover the costs of required textbooks and other materials. 

If yoi require further clarification, you may wish to contact the following: 



Tern Kalloran 
MDOC/North Carrpus 
347-1668 



Carmen Pardinas 

City of Hialeah/HAYES Program 

883-6925 



Harriet Spivak 

PIC/SEETC 

375-5304 



78. dn 
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HWAA INrnATIVE 
lUition Voucher Application 

Name YOU MUST ATflO 

Social Security # CCMPLEIE THE 

j^jrgss BACK OF THIS TCFM 



Zip Code 

Telephone Nd. 



I have reviewed tte retraining opportunities available to ma and request 
review and approval of the course of study outlined below to prepare me for 

enployment as a (an) • 

(Ocaipatiocial Title) 
Educational Institution: 1. ___CanEws 

2. C amFUS 

Program of Study: 



(Name of Degree, Certificate, or Occupational Program) 

I have carefully researched my training options and have selected the above 
"Program of Study". I understand that I may not be able to change programs 
once I begin training. 

X 



Contact at Bducaticnal Institution Who Advised Ycu on This Qxirse of Study: 

Name 

Departanent 

TelephooB Nd. 

Start Date 

Registration Deadline 

Approximate Duraticn 

;^roxlmate Cost for Tuition, Pees, and Books as Described to Ycu by the 
Educational Institution 

ATTACH COURSE LISTING PGR THE EWTIRE PROO^ FOR WHICH YCU ARE APPLYIW3 
PRCf^ODED BY THE EDOCATICNAL INSmUTICN. (PL^^ USE CCURSB Nl^BRS AND RJLL 
NAMES. DO NOT USB ABBREVIATT0N5 OF COURSE NAMES. ) 

Mail this application to: ED»A INITIATIVE 

PIC/Office of Job Training Cocardination 
140 Mfest Flagler St., Suite 1603 
Miami, Fl 33130 

Your application will be revieiied as quickly as possible. You will be 
contacted by telettae with tha results of this review and with information 
about how to proceed. IF YOU mVE NOT (XmJSTED THIS POBM OCRRECTLY YCUR 
APPLICATTCN WILL BB IMAYED . 

■ 60.dn 



EDUCATIONAL BftCKGROUND (Check all that apply) 

High School 

OED 



___ 2 Year Oommity College 

(Specify AA/AS and major) 
Bachelors Degree 

(Specify major/minor) 
Post College Studies 

(Specify) 

Other Degree (s) 

(Specify) 
Other specialized 

Training or Certificates 

(Specify) 

When last in school? 

MCRK EXPEEO[!PJCE 

Surmarize all enployment in the last 20 years, starting from the most recent. 
List job title, eqployer, and nunber of years in that position. 

JCB TITLE EMPLOYER No. OF YEARS 



60. dn 
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EDNAA XKITIAnVE 
lUltion Vtucher Appllcatloci 



Of fKE Of JOB TRAINING COOROINATK>H 
140 W£ST FUGLER STRtET. ROOM 1603 
MIAMI. FIORJOA M130 
(305) »7S-S304 



Kame 



Social Security # 
A3dress 




Zip Oodte . 

Telqjhone Nd. 

I have received the retraining opportunities available to me and reqiiest: 
review and approval of the course of study outlined below to prepare ne for 

employment as a (an) 

(Ocojqpatlonal Title) 
Educational Institution: 

Program of Study; 

(Name of Degree, Oertificate/ or Oocupaticnal Program) 

CSontact at Educational Institution Who Advised You on Ihis Course of Study: 

IfaTO 

Department 

Telephone No. 

Start Date 

Beglstratlon Deadline 

Approximate Duration 

Approximate Cost for 'Riition, Tees, and Bocks as Described to Yoa by the 
Educational Institution 



Attach course listing provided by the educational Institution or list courses 
per semester on the bade of this form as described to you by the educational 
Institution. (Please use course nutters and full names. Do not use 
abbreviations of course names. ) 

Indicate planned schedule of courses (Chedc as nany as apply) 
Evenin g 

Weekends 

Mall this agppUojtion to: HWA DCmATIVK 

Picyoffice of Job Training Ooordinaticn 
140 West ELagler Ave., Suite 1603 
Miami, Fl 33130 

Your aippllcatlon will be reviewed as guiddy as possible. You will be 
contacted by telqiione^with tl-je results of this review and with Informatlan 
about hM'io proceed. 

60. dn 

'•4. 



EDOCNTlCmL BACKGROUND (Check all that apply) 
High School 

HPT) 



2 Year Oamunity Oollege 

(Specify AA/AS and major)' 
Bachelors Degree 

(Specify major/tninor) 
Post Oollege Studies _ 

(Specify) 
Other Degree (s) _ 

(Specify) 

Other specialized 

Training or CJertificates 
(Specify) _ 

When last in school? 



VJCEIK EXPEEOEfCE 

Smrmarize all eirployment In the last 20 years, starting fran the nx)st recent. 
List job title, enployer, and number of years in that position. 

JOB TITLE EMPLOYER No. OF YEARS 



60. dn 
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Appendix 
Material and Book Voucher 



ornct Of JOB iraikinc coordinatoh 



lzv?A VaJc>Kr for 
Tuition, Tees, and Rdftta3 Charges 



The 6tu3ff)l naned on the etidzhed voucher has been epprtr^ed for retralnL'^ 
ur^Jer t}« eosplces of the BccnorJc Dislocated WorVers Adjustrrcnt fssistc^ce 
^ct (EX^^)* fu™3a3 by the U.S. Departrent of Labor. These funds ere 
^Anlslerrf locally by the Private Ind^try (ixincil of SoJ lh Flo rida (PIC) 
e.'vS the South Florida EJTployre.nt and Trclning Oaisortlun (SrEnCJjJMiaml -Dad. 
Community College has €o(ecxjted Agreement with the PIC/SJTIC to *dlow 
cur trainees to eiroll A.'id to have ell charges billed to us or to cne of the 
Service Maiden under cxntrdct to us. 

^Ihis vood^r VJth:>rlzes you to airoll the sbudant narned below In Section I, In 
t>« cxurses specified in Eectlon II, erd to bill ell tuition, fees, testing 
charges, reglstretlon/ftardsslon fees, aid associated cxasts to the Servicae 
Frovider specified In l^lai III. separate voocher vlll be prwided to 
your bookstore to cover the costs of required texlboc3cs end other rater ials. 

If you regijire fdrtler darlflcatlon, you vaj vish to contact the following: 



picysFnc 

7fi.dn 



BEST COPY AVAILABli 



OFFICC OP JOB TRAtNINQ COORDINA 



TMltion Voudier Appllcaticc 



NaT* ClvixKG L, C^. 
Social Security • 

17^'^ 



no MUST M 
BMX OP IKIS R 



Zip 



Telephcna No. _ - 

1 hM nvisMed U» r«tralning cpportunities tvaUable to fl» and rwjJi 

Iflucatlonal institution: ^ ^ — _ _ ■ ' . i 7: 7- 

Progrsn of Study: ^...:.s.cC SoP/c^.o^ i\mc.^iy^\ (ifC^ 

(NOTB of Oegrea, Oartificata, or OocLjaticnal Program) 
Ocntact at BducatitwIJr^tutlm >to Advisad Tcu cn This Oairaa of Study: 
nana TJ^^T T^ K^C^^L^j^J 

Talaphcne 



Start Date />! A <i Zj 

Baglstration Deadline N irvJ 
AppEOKlmate Doration 



AppEOKlmate Doration 

Approximate Ooet for •mitim, l4e8, and Bk^ ae Deserted to Tou ly 
Wucational instltuUon i/Ox/cl^^ C^^n fP^^^ir^ 



ATDCH gjLRSE ugnic rocvnap by wb educaticwal pernuncN CR list ocxr 

ON TW JMyOK CF THIS FCPM AS nFSCRTBra> TO WU K TW ECOCATIQ 
IPIZKSE USE 0DIFS8 NUMBERS AW) flgl« WMES. DO NOT » 

rcrs CP ODURSB names.) 




le^of^eourses 



Bvcnlng 



Mail this a^jplication to: BMAA INITIAnVB 

PIC/Df f ice of Job Training Cbordlnatlco 



Your application »dll be reviewed as qalckly as possible. Yoj will 
ocntacted by telefhcne with the results of this review and with Infonnati 

about how to proceed. , 

60. dn 

AVAll.AhU 



Of Fid OF JOB TflAlNINQ COOROINATK 

I 

EDWAA VouchBr for 
Tuition, Pees, and Relabod Charges 

I. Student Information 

90C. SEC NO.: 
AiXRESS: 

II. Approved Courses 
Eaucatlonal Institutlcn: 
Term: 

Approved Cburses: 



III. jflgOg^^^DgEPjCbn^^ for Vc^chered Training Cbstg 

Agmcy Hetm: Lutheran MlaidCries 

Telephone No.: 
CX«ta:±: 

78. dn 

Approved tor PIC ' 
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Employabillty Development Plan 
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Appendix Employability Development Plan 

EMPLOYMENT AND TRAINING CONSORTIUM / PRIVATE INDUSTRY COUNCIL OF 
EMPLOYABILITY DEVELOPMENT PLAN 



■ ' ' bate Career Opportunny Center 

A LAST NAME FIRST NAME; ML TELEPHONE 

SS# AGE. SEX: HIGHEST GRADE COMPLETED LAST YEAR ATTENDED 

" LANGUAGElSr^^^^^ ENGLISH PRoVlCIENCY: " EXPRESSED EMPLOYM~ENT/TRAInTnG INTERESTS 

;_J English Adequate 

J Spanish Q Limited 

— \ i 

..J Other ^-]__None ^ ^ 

B DATE OF ASSESSMENT ACTIVITY ASSESSMENT ACTIVITY RESULT OF ASSESSMENT ACTIVITY 

TABE (Reading) / (Math) / {Lang ) OVERALL 

Stanford 

Q^ ^g^ (Specify) 

C. PRIOR TRAINING COMPLETED: CERTIFICATE/LICENSES 

D IDENTIFIED SKILLS IDENTIFIED EMPLOYMENT GOALS BARRIERS TO ACHIEVING 

SHORT TERM LONG TERM EMPLOYMENT GOALS 

E. Staff Assessment of Participant's Readiness to succeed in a Job Interview. Based on Observations During COC Interview. 

1 How ready is the participant to successfully go on a job interview and get hired? (Circle one) 

123456789 10 

May never be May be able to get a good Could get a 

placeable in job after brushing job today, 

a good job up on interviewing skills. 

2 Attitude: I I Good I i Needs Improvement (If needs improvement, explain.) 

3 Self*Es»<?em/Self Confidence: lIj Good llj Needs improvement (If needs improvement, explain.) . 

4 Ability to sell himself/herself: 1 ) Good CH Needs Improvement (If needs improvement, explain.) 

5 Attendance D Good dJ Needs Improvement (If needs improvement, explain.) 

6 Motivation/Level of Effort/Quality of Expected Performance in Following Through (to get the skill needed to achieve goals and secure desired en-.ployment). 

123456789 10 
Low Moderate High 

Circle one rating above and explain . _.. - 

F This Applicant is being Referred to: 

Service~p7ovider' Activity Training Area 

In order to achieve his/her employment goals. 

'Qate Completed Signature of Applicant Signature of Staff 

TO BE COMPLETED BY SERVICE PROVIDER UPON ENROLLMENT SUPPORTIVE SERVICE NEEDS 

n This participant has been enrolled m the Service Provider, activity and training area as stated above. [U Transportation [j Meal Allowance 

Ll This participant has been enrolled instead in O Child Care 

Service Provider Activity I | 

I I Other 

in order to better achieve his/her employment goals. Specify 

Training Area 

Pale Completed Signature of Service Provider Staff 

EDP Revisions: II any portion of this section has changed, please state the reasons: 

— ^^^^ — 45 
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Appendix G 
Attendance Form: Participant Daily Time Sheet 




I'AHTlCll'ANI' DAILY I IMK SIlKl-l 



si-HVici. I'Hovrni.K: 
TRAlNINc; ACr.NT: 

F(m iM Hiop: vum 



i/ 



TO 



PRFSI M 
- AliSKNT 



LAST NAMK, FIRST NAME 
S.,s. « 


DATE 


















































DAY 


M 


1 


W 


T 


F 


M 


T 


W 


T 


F 


M 


T 


U 


T 


F 


M 


T 


W 


T 


F 


M 


T 


U 


r 


NAMK : 
RlGNATURi: 




















































NAhtK: 

SIGNATIlRr: 


















































NAM! : 

SIGNATrRi:: 


















































NAMl.: 

HlCNATl'RK: 


















































NAMK: 

SIGNATL'KK: 


















































SIGNATIIRK: 


















































NAMK: 

SIGNATURE: 


















































NAMK: 

SIGNATURE: 


















































NAMK: 

SIGNATURK: 


















































NAME: 

SIGNATURE: 



















































I IIKRKRY CI-HTIFY THAT TlirSF. AT : KNDANCK RIXORDS 
AHi; CDRRKCr. 

"TRAINrNC AHKNT'S CERTn-ICATioN 



ERIC 



BEST COPY AVAILABLE 
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Appendix H 
Financial Aid Form 



fipplication for 
Federal Student flid 



FORM APPROVED 
0MB NO. 1840-U110 

APP exP ^30.^1 

U.S. Department of Education 
Student Financial 
Assistance Programs 



1990-91 School Year 




NOTICE 

You can use the FREE "Application for Federal Student Aid" 
(AFSA) to apply for financial aid from Federal student finan- 
cial aid programs. However, for most State and private aid 
programs you will have to fill out other forms. To find out more 
about which form you should use, contact your high school 
counselor, financial aid office, or State scholarship agency. 
You'll find more information about Federal student aid pro- 
grams on this page. 

Be sure to read ' Information on the Privacy Act and Use of 
Your Social Security Numt>er" on page 12. 



WARNING: You must fill out this form accurately. Tlie in- 
formation which you supply can t)e checked by your col- 
lege or by the U.S. Department of Education. 

You may be asked to provide U.S. income tax returns, the 
worksfieets in this booklet and other information. If you can't 
or don't provide these records, you may not get Federal aid. 
If you get Federal student aid based on incorrect informa- 
tion, you will have to pay •! back; you may also have to pay 
fines and fees . If you purposely give false or misleading in- 
formation on your application form, you may be fined 
$10,000, receive a prison sentence, or both. 



What Is This Application For? 

You can use the form in this booklet as the first step in applying 
for student financial aid from five student assistance programs. 
These are offered by the U.S. Department of Education. 

The five Federal student assistance programs can help you pay 
for most kinds of education after high school. The aid is 
available if you are attending a professional school, a voca- 
tional or technical school, orcollege. This application is for Fed- 
eral student financial aid for the 1990-91 school year (July 1, 
1990- June 30, 1991). 

The information on this page will answer some of your ques- 
tions about these five programs. However, for more information 
on Federal student financial aid, see "Additional Information 
On The Federal Student Financial Aid Programs*' on page 
1 0. The instructions in this booklet will tell you what information 
you have to provide on the form. If you have any questions after 
you have read the instructions, seek help. Talk to your high 
school counselor or the financial aid administrator at the school 
you want to attend. 



Who Can Get Aid From The Five Federal Student Financial 
Aid Programs? 



Eliqibility 
■Rcquiremonts: 


Pell 
Grants 


Stafford Loans 
1 formally 
Queranleed 
Student Loene 

(GSLD 


Supplemental 

Educational 

wpponuniiy 

Grants 

SEOG) 


CoHege 

woni 
Study 
(CW8) 


Perkins 1 
Loans | 


Undfrgraduatt 


Yes 


Yee 


Yes 


Yee 


Yes 1 


Graduate 


No 


Yes 


No 


YM 


Yes 1 


At Itatt half-time 


Yes 


Yea 


Yes 


Tee 


1 

Tee 1 


Muat pay beck 


No 


Yee 


Me 


No 


Ym I 


Must tM a U.S. 
citizen or eligible 
noncltlzen 


Yes 


Yee 


Yes 


Yw 


Yes 


Must be register- 
ed with the 
Selective Service 
(If required) 


Yes 


Yea 


Yes 


Ye« 


Yes 


Must have 
financial need 


Yes 


Ym 


Yes 


Ym 


Yes 1 


Muetatlinda 

perMpellna 

eoliool 


Tee 










Must be working 
toward a degree 
or certificate 


Yes 


Yes** 


Yes 


i.rtiii^i'/ 


Ym 


Must be making 
satisfactory 
academic 
progress 


Yes 


Ym 


Yes 


•\ Hi:' 


Yes 


Must not be In 
default or owe a 
refund on a 
Federal grant or 
educational loan 


Yes 


Y#e 


Yes 




Yee 


a ■ * A 

Bechelof'e ilsgM 
fiMfcee eppNcant 
IndMpibie 


Yee 


No 








Conviction of 
drug distribution 
or possession 
may make 
student ineligible 


Yes 


Yea 


Yes 




Yea 





In some cases, students going to school less than halt-time may be 
eligible. Check with your financial aid administrator. 

In some cases, students don't have to be in a degree or certificate 
program. Check with your financial aid administrator. 



DEADLINE: t\Aay 1,1991 

We must receive your form by May 1 , 1991 . Schools 
may have earlier deadllnesyou will have to meet. You 
should apply as early as possible. Mailing in your form 
is only the first step in applying for Federal student aid. 



ERIC 



SEST COPY AVAILABLE 
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Job Application Completion Form 
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BEST COPY AVAILABLE 



Am.lCAT10N FOR EMPLOYHEKT 



ERIC 




ATM Com 



ancimcED 



Dm 0* 



mmm 



nn m irm 




•til 


13 








TC 


CC 


I' 


'11 


2 













19 CoiTiptny Ntmt 



31 



39 Job Titit 

I I I I I I I I I I I I I M 



6^6$ Dttt Job 
MONTH VEAM 



CiW 56 



-L-L 



$0 



«7 



74 



Doll0r« 



i-L 



1 hqui 

7 Dtv 
3 wttb 



4 Month 
0 Ori^t* 



II I) 



75 ^iiipn 1q» 

1 Ltv OH 4 Job 
7 Ouit Cndtd 
3 ^iPtd 5 Ofi^ff 



Job OMiiti 



111 



12 


1 ■• 






CC 


IB 


? 


B2 





36 



39 Job Till* 

1 I I t » i 



B3-4B DtitJob 

MONTH ViAPI 
iOO-12) 



I ! I I I .1 1 1 



C>tv 55 



60 




B7 

D«IIOr% 

MM 



ftaipry 74 

fCireiO On«) 
^Cvf^tl 1 Hour 4 Monih 
7 Dtv S vtt* 
3 l^Mh 0 Ort^fi 



Mill 



L_ 



75 WtilO" 'o» 
LOtvln|lClrett Ont) 

1 Utv CM 4 Job 
3 Oui| Eno«d 
3 ^i»p<l S Othfi 



Job Outiti 



Mtchi^M. Tooil. EQutpmtni UlOd 
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19 Q#mppnv Npmt 

I 1 M 1 i 
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Joo Ouit9« 



i M I M I I i M I I 



M M M 



U««B Ottt Job 
Cnood 

MONTH ViAA 

10012) 



' » » 1 < « ^ » i 



City 55 
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SAY: Open your test book to Page 15. 

Make certain that aU the student, are on the right ^ age. 

SAY:.nth,,te.tw.w«.t.ormdouthowmuehyouk„<^^^^^^^^^^^^ 

ea,,. and otb.n will be hard. Be to answer a o^^ m ^^o^..^^^^^ 

:ir;Ter:^y™rre\^^^^^^^^ 

there any ouestionu? Pause. Answer any questions. 
SAY: We will start with Number 1 at the top of Page 15. 

Number 1. Which of these agencies help people find jobs? 

a. the state employment office 

b. United Way 

c. social security office. 

Repeat the item. 

Number 2. The word "references" on a job application means 
a people who know you. 

b. your parentr' names. 

c. jobs you have had. 



Repeat the item. 



Number 3. What jobs should you list in a resume? 

a. all jobs you have had 

b. only your highest-paying jobs 

c. only jobs that sound important 
Repeat the item. 

Number 4. What do state employment agencies charge when they help you? 

a. no money • 

b. a little money 

c. a lot of money 
Repeat the item. 

Number 5. A resume will show an employer when you have 

a. been late to work. 

b. worked overtime. 

c. not worked. 
Repeat the item. 

Number 6. A job that requires about 40 hours of work a week is called 

a. permanent. 

b. full time. 

c. temporary. 
Repeat the item. 

Number 7. At the beginning of a job interview, you should 

a. describe your past jobs. 

b. introduce yourself. 

c. describe your qualifications. 

Repeat the item. 

Number 8. If you cannot keep an appointment for a job interview, you should 

a. ul«£y« call the interviewer. 

b. call only if you are sick. 

c. call only if you want the job. 
Repeat the item. 

Number 9. Your current resume should always show 

a. the dates of job interviews. 

b. your correct address. 

c. the jobs you applied for. 
Repeat the item. 
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a. working conditions. 

b. fringe benefits. 

c. salary and wages. 

Repeat the item. 

„ .^^ .ate " you will be paid 
Number U. Uajobpays piece rate, y 

a. by the day. 

b. by the hour. 

c. for each part you finish. 

Repeat the item. 

a. «ho«l counselor's office. 

b. employer's office. 

0. social security office. 

Hepeat the item. ^ .^out during a iol. interview is 

Number 13. one fringe benent to ask abo 

a. health insurance. 

b. salary. 

c. . working hours. 

Repeat the Item. uia " vou must work 

I. »v,o "ftwine shitt, yo" 
Number 14. Uaiobre,uiresyou«-Mhes«S 

a. mornings and allemoons. 

b. mornings and evenings, 
e. afternoons and evenings. 

Repeat the item. ^ .he 

Number 15. The lowest salary you can legally 

a. mininf'im wage. 

b. basesalaiy. 

c. hourly rate. 
Repeat the item. 

..d Number 16 at the top of the next — ^^^^^ ^ 

Number 16. A written descripfon of your pas ^ 

a. recommendation. 

b. reference. 

c. resume. 

Repeat the item. 57 



Number .7. If you have an injured back, you should avoid 

a. jobs that require lifting. 

b. working full time. 

c. doing any work. 
Repeat the item. 

11 u * „ ;,vK Ananine vou should immediately say 
Number 18. When you call about a job openmg, you sno 

a. what your skills are. 

b. the hours you can work. 

c. why you called. 
Repeat the item. 

Number 19. The current minimum wage is about 

a. $1.00 an hour 

b. $3.00 an hour. 

c. $5.00 an hour. 
Repeat the item. 

Number 20. Which of the following will probably make a bad impression at a job interview? 

a. chewing gum 

b. arriving early 

c. asking questions 
Repeat the item« 

Number 21. In which part of the newspaper should you look for job openings? 

a. classified section 

b. "personals" section 

c. business section 
Repeat the item. 

Number 22. When is a job application usually filled out? 

a. before a job interview 

b. during a job interview 

c. after a job interview 
Repeat the item. 

Number 23. The person who hires people is called the 

a. applicant. 

b. employee. 

c. employer. 
Repeat the item. 
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Number 24. In a letter that you send with a job application, what is the first thing you should 
state? 

a. your entire educational history 

b. your entire work history 

c. who you are and why you are writing 

Repeat the item. 

Number 25. When a private employment agency f.nds you a job, it may collect a tee from 

a. the state employment agency. 

b. you. 

c. no one. 
Repeat the item.. 

Number 26. If you get a civil service job, who will be your employer? 

a. a labor union 

b. a private business 

c. the government 
Repeat the item. 

Number 27. Where can you get applications for some civil service jobs? 

a. United Way offices 

b. post offices 

c. libraries 
Repeat the item* 

Number 28. Which of the following places usually has the most job listings? 

a. school placement offices 

b. labor union offices 

c. state employment offices 

Repeat the item. 

Number 29. Which kind of job usually requires the most education? 

a. professional 

b. clerical 

c. sales 
Repeat the item. 

Number 30. When sale, persons are paid a percentage of their sales, they receive 

a. a salary. 

b. a commission. 

c. an hourly wage. 
Repeat the item. 

Now turn to Page 16. Pause while students turn the page. 



Directions for the next three items: 

These items , equire some reading on the part of the students. Do NOT read the ad aloud or help 
the students read it. 

SAY: At the top of the page is a want ad. I will ask you some questions about the ad. Read the want ad 
carefully. Pause to allow students time to read the ad. 



Rec«pttoni«»/Bookk««p«r for R«al £««• 
s«fvtc« group. AccurtW typist with 
axperianc* in light bookk«<v*ng- S«l«y 
$700. S«nd rMuiw R«gisi*r Guard. Box 
8623. 



SAY: The next three items are about the want ad you have just read I will read each item twice and you 
are to 'Jircle the best answer. You may look at the want ad again if you need to. 

SAY: Number 31. How much money will the person make who gets this job? 

a. $700 a week 

b. $700 every two weeks 

c. $700 a month 
Repeat the item. 

Number 32. To get this job you must know how to 

a. keep business records. 

b. sell real estate. 

c. take shorthand. 
Repeat the item. 

Number 33. A person who wants this job should 

a. apply in person. 

b. call for an appointment. 

c. write a letter. 
Repeat the item. 

Now look at Page 17. 
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A C T I V T Y 
.■^TEKVIEW DO'S AND DONTS 



For each statement t>2low, write "yes" -f the action is correct and "no' if i' is 
mcorrect . 



I) Cdirol arrived on time for he interview. 

2] Barry appeared well-groomed for h'S inte'*view. 

3) Ralph chain smoked during the inte'view. 

ti) r,am talked a lot about what he v^ould like to do; as a matter of fact, the 

interviewer had to interrupt him several times. 

5^ Mary told the interviewer that she hopes she gets the job because the 

really needs tf>e money. 

6) When beginning the interview, Barbara introduced herself and shook hanas 

when the interviewer offered. 

_ .7) Linda made a note of the day and the time she was supposed to call the 
interviewer back. 

8) Most of the time Jim did not looi. at the interviewer when she was taikinc 

to him. 

_9) Mary asked the interviewer about the possibilities for advancement. 

^10) Ross asked the interviewer seve'-al questions about the duties of the jot. 
he was applying for. 

II) After the interviewer talked with her about the nature of the job, Ma'-it- 

asked what fringe benefits were included. 

12) Before the interviewer started to talk, John told him that he needed al 
least $750 a month to start and raises every six nrvonths. 

13) Joan asked the interviewer whether the job was permanent or temporary. 

I 

\^) Bobby walked in, looked around, and then asked, "Could you use a goo: 

painter in this joint ?" 

_^ 15) After the interviewer told Lisa that the job paid f3.50 per hour, Lisa aske 

if he knew of any companies that had jobs that paid more. 

16) Betty Lou wanted to move to Orlando, and so when she called co'^oa'^ e 

that had offices in that a^ea sh-.- always asked, "May ! meet you to discu-. 
possible employment in Orlando^" 

17) The first thinW Leon wanted to discuss was when he could"^et nis^yacat o 

tinr>e off and if he had to work on holidays. , 

18) Mary did not know what to exp-.^ct from the interviewer, and so she starte 

by saying, "1 have no idea what you want to know about me." 
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Appendix 
Sample .^esu^e 



(211) ^ 



OBJECTIVE 



To establish a career as a computer technician utilizing my mechanical 
aptitude, customer service skills and electronics training. 



EDUCATION 



6/72 



Control Data Institut*, N«w York, NY 
Graduat* in Computar Tachnology 

Completed 853 hours of individualized training and hands on experience 
testing, operating and maintaining the CDC Cyber 18-20 computer system. 
Major sut)jects included: 

* Basic Electronics 

■ Introduction to Computer Systems 

■ Central Processors, hardware and software 

■ Peripheral Equipment on CDC Cyt>er 18-20 
" MictDprocessors 

Benjamin Franklin High School, New York, islY 

Received diploma. Took course in basic programming with Dartmouth 
College Computer terminal. 



EXPERIENCE 

7/84-5/87 



7/83-7/84 



6/73-1/82 



HOBBIES 



ACHIEVEMEI^ 



Briar Hill Apartments. Riverdale. NY 

Doorman. Responsibilities include providing service for tenants and 
management including receiving packages and messages. Other duties 
include keeping records of building activities. Also serve as Spanish 
interpreter for fellow employees, management, and tenants. Utilize excellent, 
customer relations skill in dealing with tx)th tenants and m(<nagement 
personnel. 

Bums Security Aoencv. New Yori<. NY 

Security Officer. Responsibilities included surveillance of clients property! 
Conducted hourly tours of premises and reported appropriate information 
when necessary. Also responsible for surveying clients properties regarding 
safety standards and conditions. 

Stanley Stahl Realty. New York. NY 

Assistant Building Manager. Hired as elevator operator promoted to Assistant 
Building Manager. Was responsible for repair and maintenance of residential 
ap«rtmene buildings. Including electrical repair, elevator control boards, 
plumbing, masonry, and carpentry. 

Enjoy vkJeo games, chess, backgammon, reading, bicycle riding, drawing. 

■ Art Award in Calligraphy Manuscript in High School (1971). 

■ Certlfictte of Merit from the Department of Community Medicine of the 
Mount SInal School of Medicine (1972). 

■ Recipient of two bronze medal In Gymnastics (1970, 72). 



PERSONAL DATA New Yofk State Drivers Ucense. 
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Sample Cover Letter 



September 26, 1991 



Ms. A. Doe 
Office Manager 
Gulf Insurance Co. 



Dear Ms. Doe: 

Ms. Juanita Smith, trirector of the Placement Office, said that you were looking 
for clerical help. 

While attending college, I worked for Ms. Alvarez and my tasks included typing, 
shorthand, public contact and filing. 

The attached resume highlights my education and previous experience. I am ve,y 
interested in learning the insurance field. 

I would like to talk with you about the possibilities of employment with Gulf 
Insurance Company and can be available at your earliest convenience. 

Sincerely, 



Maria Gonzalez 
Enclosure: Resume 

(m) 



CAREER PLAN 



PARTICIPANT'S NAME 
CHOSEN CAREER 
I. 



Basis for career Choice: why is this a good career for you? How does 
this career relate to each of the following? 

a. Your interests 



b. Your apptitudes 



c. Your skills 




f , 



Preferred work activities 




II. 



career Ladder ; what is the career ladder in this field, "and what are 
the training and experience requirements for each step? 



STEP 



TRAINING t EXPERIECE REQUIRED 




III- Labor Mar ket Infermahi nn . 

a. What are the skills required for emloyment in this occupation? 



^' lll^Lt:^. the.cluster^of related occupations in which 



vnn ran 
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Job Retention: How Well Do You Work With People? 

A great majority of people lose their jobs for one reason: thev cannot get along with 
other people . This activity will give you some idea if you have social skills 
necessary to get along with other people in the job world. 

Answer each of the following questions by placing an X under either 'Yes" or "No." 
YES NO 

Do you have a good attitude toward your schoolwork, classmates, 

and teachers? Ex: If so, you will most likely have a positive attitude 
towards your job, fellow employees, and employer. 

Are you loyal to your family and friends? 

__ Do you give praise to others? 

Do you admit to your mistakes? 

Are you a happy person? 

Do you gossip about others? 

Do you respect the authority of your superiors? 

Are you interested in your school work? 

Do you become an gry easily? 

Are you a trouble maker at home or school? 

Are you helpful to your parents and teachers? 

Do you laugh at others when they make a mistake? 

Are you loud and boisterous during class? 

Are you often Mg to school? 

Are you neat and tisty, in your dress 

Do you have a auick temper ?? 

Do you accept constructive criticism ? 

Do you steal or cheat others? 

Do you always use good manners ? 

Are you careful about your school work? 

Do you keep your mind on your work? 
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Read the questions and answer them truthfully. This list will help you to see if you 
are ready for a job. Check the space yes, no, or sometimes. 

YES NO SOMEmES 

1. Am I serious enough to hold a job? 

2. Am I able to follow directions? 

3. Am I trustworthy? 

4. Do I complete assignments on time? 

5. Do I have a sense of humor? 

6. Am I eager to learn? 

7. Will I do more than my share? 

8. Can I get along with other people? 

9. Am I usually on time? 

10. Do I plan to finish High School? ^ ^ 

11. Do I really want to get a job? 

12. Do I think all jobs are important? [ 

13. Am I willing to take a low paying 

job to get experience? 

14. Will I give up a few things to get a job? 

15. Am I willing to keep on learning? 

16. Is the/a job important to me? 

17. If I owned a business, would I hire myself? 

18. Am I able to get along with others? 

19. Do I know how to listen? 

20. Do I go to school almost every day? 

21. An I cheerful? 

22. Am I a responsible person? __ 

23. Can I take criticism? 

24. Can I take advance? 

25. Can I take responsibility? ^_ 

26. Can I control my temper? 

27. Am I a dependable person? 

28. Do I have a neat appearance? 

29. Do I have a good attitude toward work? 
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ppivtTE ]K::i coun:^, of 

SO' TH FLORIDA 



lni]^.rl\^^-^'^ EMPLOYMENT AND 
CONSORTIUM 



N'" 3eth Street. Suite 300 
^•lan, Florida 3?156 



EMPLOYMENT S^V^nrtr^nK fQRM 



l> 
II 
It 
II 
II 
li 
I* 
It 
I- 
I) 
If 
I 

II 
II 
It 
11 
If 



OJT Contract I: 



Title 



.'I 



Name of Service Provider Placing Partuipant:. 
Name of Participant: 



i: OJT (Hire-First) 
I, Training Occupation: 
; Date Training Beoan- 
• D*te Training Ended: 



Date Achieved 



_ 5 w'^9'<ir.G Days 
_30 Calendar Days 
]90 Calendar Days 



SS#: 



OST 

Training OccuDation: 
Date of OST Training; 



Z M 
II 
II 
II 
I) 
ll 
II 
It 
ll 
l> 
It 
ll 
l> 
II 
ll 
II 

ii 
ll 
n 
II 



rxx ll 
II 
II 
II 
II 
II 
II 
ll 
H 
II 
ll 

^ II 
N 



Date of Certification: ? 



■ Mame cf Company: 
S 

■ Address (including Zip Code] 



; The undersigned certify that 




To be completed by the employer" 



_was hired as an 



II 
II 
II 
II 
II 
II 
It 
II 
ii 

Z|t 



:r ll 
ll 
II 
II 
II 
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